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IDEA EXCHANGE
PHYLLIS M. HAAN, Grand Rapids, Michigan

pleted. Then prepare a typewritten record
(four copies) of the entire amount as
cleared to the asset account.
Prepare a typewritten list (four copies)
of additions through the purchase journal
to each fixed asset account at the end of
the year and also a summary sheet of all
job order additions. Then type a final sum
mary of additions through the purchase
journal total and job order totals, reducing
their total by the credits to the account
through sales or scrapping, bringing down
the net additions for the year.
Sort the copies into sets and to the
original set attach duplicate copies of in
voices to the job order of which it is a
part. The original set is then assembled
in book form for the auditor; one set for
the president of the corporation, another
for the treasurer, and the final set retained
in the accounting department as a perma
nent record.
The accountant for the company using
this procedure states: “We find that the
auditor in having all of this information
in compact form at the time of the audit,
does not require as much of our time in
pulling and refiling invoices. The auditing
firm retains this booklet in its permanent
working paper file.”

Figuring Percentages
Have you “coached” your employees on
getting desired results with less effort?
“Coaching” younger employees on how
to do their work with less effort saves valu
able time. For example:
An employee figuring percentages was
computing to seven decimal places. Only
three decimals were necessary for manage
ment. Her production increased 20 per
cent when she was told, “Use one more
figure in the divisor and dividend than the
number of figures desired in the answer.”
As a typical example, determine the aver
age price per gallon of gasoline, the rev
enue being $3,478,671.25 from the sale of
26,473,271 gallons. Assuming you wish an
answer to hundredths of a cent (four fig
ures), 3,478,7 will be your dividend and
26,473 your divisor. Upon obtaining four
answer-figures (1314), if the remainder
(01478) is over half the divisor (26473),
increase the right-hand answer-figure by
one. In this case the answer remains
$0.1314. Using this method, the problem
can be done in less than half the time.
Color

Do you realize what an important part
colors play in your life? It has been found
that poor use of color in our homes, offices,
and factories may result in irritability, de
pression, reduced efficiency, and actual
physical sickness.
High-strung, emotional people, for ex
ample, should work and live in rooms in
which the colors are relaxing, while people
who tend to be depressed should frequent
rooms in which the colors are light and
stimulating.
In offices where the dark furniture and
walls have been replaced with light-colored
furniture and light-colored paint, an amaz
ing improvement has been produced, not
only in the efficiency of the personnel but
in their mental attitudes as well.

When you eat a teaspoonful of honey you
are consuming the entire lifetime output of
an average honey bee.
*
*
*
The Alaska Railroad’s general manager
reported that its best-kept stretch of track
was maintained by a section gang com
posed of eight Indian women.
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Record of Additions to Fixed Assets

In sorting accounts payable invoices re
ceived, save duplicates of items which
might be capitalized.
When a job order (addition or betterment
order) is to be capitalized, post all charges
to such order to a memorandum sheet
monthly until that particular job is com
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